
Request for State and Federal Funds Flowchart 

 

Considerations: 

1. Level 1 is completed by the requestor. 

2. Level 2 is completed by the program coordinator at LSC. 

3. Campuses cannot sign any vendor contracts. This must be completed by the 

business office. 

4. If the vendor is not on the Master Coop List, then email Ashlee Boothe the 

following information: 

a. Vendor name 

b. Vendor email address 

c. Type of goods/services 

d. Is the vendor a member of a coop? (you can answer unsure) 

Step 1

• Submit S&F funds form to Ashlee Boothe

• Attach supporting documentation, or it wil be 
denied/returned for insufficient information.

Step 2
• Ashlee Boothe will process requisition.

Step 3
• Ashlee Boothe will submit PO to vendor and requestor.

Step 4

• Materials will be delivered to the campus.

• If PD, requestor must provide Ashlee Boothe with:

• Agenda

• Sign-in sheets

• Evidence of how the training impacts the campus/district.

Step 5 • Confirm receipt of materials when delivered to your campus 
by emailing Ashlee Boothe.

https://docs.google.com/spreadsheets/d/19Ifc96YGMOPc91IK5sfwAgJWSWc7sa-c-swqZAZhw_U/edit?usp=sharing

